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MRWORATIUM FOR: Executive Officer, PIC

SUBTECT: - Proposal for the Establishment of an Automated Time and
' . Work Reporting System _

- 1. Problem
To establish an sutomated time and work reporting system for the
Photographic Intelligence Center which is accurate, economical and cspable
of providing detailed information as required.

2. Facts Bearing on the Pr.oblemv

a. A mnthly summetion of PIC accomplishments and work progress
is not produced Ly the Center.

b. A detsiled, copmpatible work accounting system is not employed
by PIC components.

¢. ‘The Center has not been able to provide accurate and reliable
facts on accomplishments and work progress for irportant surveys. -

d. Equipment snd personnel are svailable at PIC to undertake an
automated work accountlng system.

3. Assumptions

a. Detailed :lnfcmaticn on PIC accomplishments and work effort
will increase in importance as time goes on.

be PIC should prepare monthly reports providing information on
accomplishments, work progress and other items of interest.

¢. The proposed work ascounting system will provide a method
vhereby accurate facts on time expenditure and work effort could be assembled
in almost any combination desired to meet the needa of FIC Divisions and
the Office of the Director.

- d. The proposed system will require a minimum expenditure of time
by PIC personnel in its operation. This effort may be largely if not
completely compensated for in a saving of time currently expended on methods
nov employed in sccounting for work effort.

e. Cost of supplies which would be used by the automated work
accounting systenm would be negligible.

C
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| SUBJECT: Proposal for the Establishment of an Automated Time and Work

Reporting System

b, Discussion

o a. The study'remiting’ in this propoaalmbeguu beesmse of the
need for & simple, gystematic, and uniform method of accounting for work
effort by individuals and components in PIC for monthly reporting purposes.

_ Bince the establishment of PIC in August 1958 there has not been & monthly |

report for PIC as & vhole, The type of monthly report produced by the

Photographie Intelligence Division of JRR was not considered adequate for

PIC reporting purposes. B o - . » o
" b. Since the establishment of PIC and particularly within the

past few months, the need for accurate and detailed information on PIC
work effort has increased in importance. . The Center has found it very

- difficult and often uwnable o provide acscurate, essential information

for surveys of considerable inportance., The informstion that has been
cbiained 1ls ofien baved on questionsble assumptions and data. The Center
must be able to provide detailed, sccurate and timely information for
planning purposes of utmost importance to this Center and to the intelligence
progras.

c. The development of the work accounting system will provide

PIC with the capability of exemining the work effort performed on any
- project, for any militery service, PIC component or by sny individusl. .
It would be possibie to determine cost accounting for any work effort or

activity reported in almost sny conbination desired over any period of
time that the system is in effect. - , : ~ R '

- 4. The system is flexidle and is capable of adjusting to changes
in organization and ac¥ivities by PIC or other components of the Intelligence
Commnity. . o o ,

e. The implementation of the work accounting system is expected
to require minixum effort by PIC personnel. It will reguire only a few
minutes each day for each PIC employee to £1ll out the work accounting
IR cards. It 1s estimated that 1t will require sn IRM punch operator
(G8+5) approximately & hours emch working day to punch out the required
caxrds. Several days esch wonth will be required in prograsoming and in
tabulating the information desired. It is felt that this time will be
largely compensated for in the effort spent on work reporting methods
currently employed by PIC components. Many hours each month are presently
spent by high grade PIC supervisory personnel in tedulating results of
monthly time cards. , T '

- T 'The information ayailable by the automated work accounting
system would be up to date. IRM cands for a day's work effort would be
punched and entered into the systenm before the close of usiness on the
following working day. ’ :
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. SUBJECT: Proposal for the Establishment of an Autormated Time and Work
: Reporting System

5. QOperation of the .Autcmfbea Vork Accounting System

‘&. The gystem requires that each individual account for hic
expenditure of time by the information placed on IBM ecards turned in at
the end of & working day. An IRM card will be filled out for each work
category when the effort totals an hour or rove time in & working day.

It is estimated that each PIC employee will turn in a&n sversge of three
I8 caxds per working day. The information deseribed below will be enteyed
on tho IR cards. :

(1) Badge Number. The identity of each reporting employee
will be indicated on the IRI card by his PIC badge number. ’ _

- (2) Reporting Component. It ie planned to use IEM cards of
different colors for each staff and for each branch within a division.
o The corponent nunmber (obtained from the listing of Reporting Components
‘ ’ (TAB A, APPENDIX A) will be preprinted on the card end a supply of cards
will be supplied to each reporting component.

 (3) Date. The date will be entered on the card by the
reporting individual by day, month, year. S

| . (3) Project Number. If a work effort is performed for an
established project, the projeet number will be placed in the gpace provided
on .the IBM card. If the time is not devoted to 8 project, then the space
will remain blank, and the work effort will represent non-project work.

(5) Requester. The number of the internal and/or external
requester obtained from the l1ist of requesting components (TAB A, APPENDIX B)
will be entered on the eard. Care mist be taken to ensure that all work
effort is charged against the appropriate requester, otherwise, the reporting
copponent may find its work effort subject to question. Expenditure of tiwe
on non-project work should be kept to & mintmum. Such a festure a3 this
should ensure the completeness and sccurscy of the reporting system.

: (6) vork Categories. A comprehensive listing of work categories
(TAB A, APPENDIX C) has been developed for this system. The expenditure
of tixe by individuals will be charged against the appropriste work category
by 1ts nurber selected from the list. The work cetegories are arranged in
: such a mamner that major gmuping of work performance can be emeily obtained
- through IBM reeall.
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SUBJECT: Proposal for the Establishwent of an Automated Time and Work
Reporting Systen

(7) Time Expended. Time expended on a work category will
be totalled and reported on sn IBM caxd at the end of the working day as
regular, overtinme, or compensatory time. A separate IBM card must be
filled cut for overtime ani/or compensatory time vhich is in sddition to
regular time on any working day. Obrviously, it is essential that the
individual sccounts for eight hours regular time on a working day. The
Rranch, Division, or Staff secretary can submit cards for individuals
vho are adsent due to illneas, leave or business. ‘

be All IBM cards will be turned in to the designated Staff ox
Division employee at the end of a working day. The 3taff or Division
deaignee mist snsure that caxds for all individuals in their component
are in and resdy for pickup and delivery to the IBM punch operator at
the beginning of the next working day. The IBM punch operator will then
panch, verify and enter the IBM cards into the work accounting system.

¢. The information desired from the system is available at any
time through an autommted recall system. It is expected that certain
informetion with respect to workload distribution by components, reguester,
yroject and non-project effort would be obtained on a routine dmsis for
e periodic reporting purposes as illustrated by TAB B. A wide range of
information could be odbtained from the system vhen desired, For example,
it would be possible to determine exactly hov much time was spent on any
project by PIC personnel and becmuse the individual and his hourly pay
18 known, the time cost could be determined.

6. Coneluston
a. The sutomated work accounting system as proposed in this study

has tremendous potential for information of great isportance to the amooth
and efficient operation of the Center.

b. The systen can readily provide accurate informetion required
for planning purposes. '

c. The system vill require no additional equipment or persomnel.
Costs of muypplies will be negligible.

7. Recommendations

a. That the proposed sutomated work accounting system be established
for the Photographic Intelligence Center.

b. That the PIC Regulation and Procedural Mamial for the Automated
Time and Work Reporting System be that given in TAB A and TAB C respectively.
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